« 








ADVERTISING 
Best Way to Figure Costs 
For Ads in the Yellow Pages 
Five Basic Ways to Budget 
For Your Advertising Needs April p. 18 
Make Your Business Sign a 
Permanent Attention-Getter 
Preparing Good, Fair Ads 
That Won’t Cause Complaints Feb. p. 14 
Rules of the Game 
For Co-Op Advertising 


Jan. p. 16 


Mar. p. 14 


Mar. p. 16 


BUYING/SELLING A BUSINESS 
Different Ways to 
Appraise a Business 
Know the Right Questions When 
Shopping for a Franchise 


Feb. p. 4 
May. p. 6 


CORPORATIONS 

Can Your Company Benefit 
From Outside Directors? 

Corporate Veil Won’t Shield 
Against All Liability 

How You Can Try to Rein in 
A Meddlesome Stockholder 

Subchapter S May Not Be Best 
For High-Profit Company 

Transferring Stock Tax Free 
In a Family Business 

When Your Company Deals 
With Related Taxpayers 

Why Your Closely-Held Corp 
Needs an Annual Report 


Jan. p. 7 
Mar. p. 3 
Jan. p. 20 
June p. 19 
May p. 11 
May p. 10 

Jan. p. 6 


CREDIT AND COLLECTIONS 
Anatomy of a Good 
Collection Letter 
Don’t Extend Credit 
To Likely Deadbeats 
More Businesses Turn 
To Collection Agencies 
Regular Collection Routine 
Makes Billing More Effective Mar. p. 5 


Mar. p. 5 
Jan. p. 11 


June p. 7 


EMPLOYEES 

Advice on Handling 
Alcoholic Employee 

Can Employees Sue for Racial 
Bias When Denied Promotion? 

Computer Company Breached 
Contract With Programmer 


May p. 20 
June p. | 


Mar. p. 12 


January — June 1992 


Does a Union Contract Make 
Workers More Productive? 
Drug Testing Up for Employees 
In Larger Companies 
Employee Who Quits Can Tell 
You a Lot About Company 
Guidelines for Americans 
With Disabilities Act 
Hints That an Employee 
May Be Stealing from You 
How Do Your Business 
Benefits Compare? April p. 11 
How Much of Good-Bad Details 
Should You Tell Employees? Mar. p. 23 
How Older Workers Can Be 
An Asset to Your Company 
How to Cut “Break-In Time” 
For a New Employee 
Is Your Copy Machine Your 
Company’s Village Green? 
Should Retail Sellers 
Be on Commission? 


Mar. p. 20 
June p. 24 
Mar. p. 2 
Feb. p. 11 


May p. 16 


Feb. p. 17 
Feb. p. 18 
Feb. p. 20 


May p. 24 


EMPLOYEES (Hiring and Firing) 
Attractive Retirement Plan 
Not Constructive Discharge 
Employee’s At-Will Status Not 
Changed by Job Application Mar. p. 12 
How to Discharge an Employee 
In the Least Painful Way 
How to Prepare to Interview 
A Key Management Prospect Jan. p. 23 
In These Hard Times Look for 
“Soft Skills” Before Hiring 
Manager Who Knows 
Insurance Can Help Cut Costs June p. 9 
New Civil Rights Law Makes 
It Easier to Sue Employers 
Ounce of Prevention Protects 
Under New Civil Rights Bill May p. 16 
Tap Senior Power 
To Boost Your Labor Pool 
What’s the Time Limit for 
Wrongful Discharge Suit? 
When You Can Ask Job Seekers 
About Arrest Records 
When Employees Meet Public 
You Can Set Dress Code 
Whistleblower Can Sue for 
Retaliatory Discharge 


June p. 12 


April p. 9 


June p. 23 


Jan. p. 24 


June p. 24 


May p. 12 


Feb. p. 20 


April p. 24 


Jan. p. 12 


Why More Businesses Use 

Top-Level Temporaries April p. 10 
Will Firing Employees “At Will” 

Become Thing of the Past? Mar. p. 23 


FINANCIAL PLANNING 
Annual Valuation of Business 
Can Keep You on Even Keel 
Businesses Find Ways to Gain 
From Drop in Interest Rates Mar. p. 10 
Check if Utility Company 
Is Overbilling You 
Commercial Line of Credit 
Assures Cash When Needed 
Franchises as Financial Tools 
Harness Earning Power of Cash 
In Your Checking Account 
Insurance to Protect You 
Against Employee Theft 
Match Your Credit Card 
To Your Life Style 
Research Bank and Banker 
Before Applying fora Loan April p. 19 
Research in Assessor’s Office 
May Lower Property Taxes 
Rival Phone-Company Service 
Can Work For or Against You 
Savings on Office Supplies 
Can Add Up to Big Bucks 
Should You Lease Equipment 
Or Buy It Outright? 
Small Companies Overlook 
Managing of Payables 
Sound Budgeting Can Control 
Costs, Increase Profits 
Time to Refinance Mortgage? 
Here’s How to Decide 
Use Buy-Sell Pact if Going 
Into Business with Someone 
When Buying a Computer 
By Mail Can Be Worth Risk June p. 10 
You Can Incorporate Any Time May p. 20 


June p. 8 


June p. 9 


Jan. p. 9 
May p. 7 


June p. 8 
Jan. p. 19 


Jan. p. 17 


June p. 17 
Mar. p. 10 
Jan. p. 10 
May p. 4 
Mar. p. 9 
April p. 17 
Mar. p. 17 


Feb. p. 3 


HEALTH INSURANCE 
Entice Employees to Get 
Health Insurance Elsewhere 
Health Insurance Costs: Top 
Headache for Small Firms 
“Pre-Existing Condition” Denies 
Employee Health Benefits Feb. p. 12 


Mar. p. 11 


June p. 9 
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July-December 1991 


LEGAL ISSUES 
Brother Takes Too Long 
To Assert Ownership 
Company Must Pay Broker 
Who First Showed Property 
Company Not Liable for 
Predecessor’s Product Defect May p. 12 
Contract Basics: What Every 
Business Owner Should Know Jan. p. 5 
Court Upholds Damages Award 
To Former Owner After Sale April p. 12 
If You Don’t Enforce Contract, 
You May Be Unable to Later April p. 12 
“Ignorance of the Law” May 
Save Taxpayer from Penalties 
No Sex Discrimination Suit 
For Independent Contractor April p. 12 
Obtaining Credit Report on 
Ex-Employee a Violation 
Oral Reassurances Not Enough 
To Modify Written Contract 
Should You Settle Your Case 
In a Private Courtroom? 
Silence May Be Seen as 
Acceptance of Contract 
Trademark Protection Extends 
To Unregistered Look-Alike 
Written vs. Oral Contract: 
Which You Need to Have 


May p. 12 


June p. 12 


June p. 20 


Jan. p. 12 
Jan. p. 12 
Mar. p. 9 
Mar. p. 12 
Feb. p. 12 
Jan. p. 6 


MANAGEMENT 
Basic Ideas to Help You 
Keep Better Business Records Feb. p. 9 
Change Your Approach with 
Young, Inexperienced Workers May p. 15 
Checking on Checks Offered 
Will Cut Down Your Losses 
Choosing the Right Software 
For Your Business 
Confidential Matters: Tips 
For Keeping Them Secret 
Cut Down on Wasted Minutes, 
Gain Precious Hours 
Do a More Effective Job 
When You Make a Speech April p. 14 
Don’t Accept Just Any I.D 
The Customer Offers 
Entrepreneurs Worldwide 
Share Values in Common 
Finding the Right Successor 
To Turn Over the Reins 
Five Times When You Need a 
Lawyer for Your Business 
Good Inventory Management 
Crucial in Recession 


Feb. p. 5 
April p. 8 
Mar. p. 6 


Jan. p. 8 


Feb. p. 7 
June p. 6 
Jan. p. 3 
June p. 3 


April p. 14 


Grooming the Next Generation 
How Other Small Firms 
Are Cutting to the Bone 
How to Keep It Brief When 
You’ re Calling a Talker 
Independent Contractor Form: 
Show They’ re Not Employees April p. 7 
Managing Employees Well 
Is an Art, Not Luck 
Pay for Legal Work 
According to Its Type 
Rules You’ll Have to Observe 
If Employees Work at Home April p. 23 
Tracking the Connection 
Between Price and Volume 
Use Your Local Post Office 
As a Free Consultant 
What You Should Expect 
Your Business to Do for You May p. 8 
When Business Owners Qualify 
For Unemployment Insurance June p. 20 
When to Consult 
“Specialist” Advisers 
Working At Home? 
Your Neighbor May Object 
Working Out Problems with 
Co-Owner of Your Business April p. 16 


Jan. p. 4 
June p. 10 


April p. 8 


May p. 14 


June p. 4 


Feb. p. 7 


Mar. p. 10 


Feb. p. 10 


May p. 9 


MARKETING AND SELLING 
A Few Ways to Close the Sale June P. 16 
Creating Custom Mailing List 
Can Give Valuable Asset 
Exploit the “Family” in Y our 
Business to Build Sales 
Getting the Right People 
To Do Your Phone Sales 
How to Detect Early Signs 
Customers Are Dissatisfied 
How to Get Started 
Doing Business Overseas 
How to Persuade Customers 
To Try Out What You Sell 
Know How to Prospect 
For New Customers 
New Trend in Entertaining 
For Business Is Power Tea 
No-no’s for Salespeople 
With New Buyers 
Pay Attention to 
Buyers’ Biggest Beefs 
Put Your Trade-Show Budget 
To the Best Possible Use 
Salesclerks Should Be Able to 
Respond to Specific Requests June p. 
Satisfied Customers 
Can Win You New Ones Mar. p. 
The “Born Salesperson” Knows: 
Sell Benefits, Not Features 


Jan. p. 15 

June p. 5 
April p. 16 
Mar. p. 15 
May p. 23 
June p. 14 
June p. 15 
Jan. p. 11 
May p. 
Feb. p. 


June p. 


Feb. p. 


What You Promise the Buyer 
With Your Product Warranty Jan. p. 14 

You Can Beat the Competition 
By Good Sleuthing 


Feb. p. 16 


PENSIONS 
Early IRA Withdrawals 
Bring 10% Penalty 
Get a Super Pension Plan 
Combining SEP and 401(k) 
How to Check That Pension 
Funds Are Invested Safely 
IRA Funds Can Be Withdrawn 
Without Penalty for Disabled June p. 19 
Setting Up an IRA 
With a Mutual Fund 
You May Keep Contributing 
To Your Keogh After 70'% 


Feb. p. 19 
Mar. p. 7 


May p. 3 


May p. 19 


June p. 20 


REAL ESTATE 

Deduct Loss on Home Sale 
Only if Used for Business 

How to Establish “Cost Basis” 
For Different Properties 

Sublet Strategy for Move 
Before Lease Is Up 

What You Should Know 
About Leases Before Signing Mar. p. 4 


May p. 17 
April p. 20 


May p. 19 


TAXES 
Deadline on Tax Break for 
Giving Appreciated Property June p. 11 
Deduct Moving Costs 
If Business Stops Briefly? 
Does When You File Return 
Affect Risk of Tax Audit? 
Employee Is Responsible 
For Withholding Deductions 
How to Own Your Home Jointly 
And Save on Estate Taxes 
Land Held for Business Use 
Is Deductible Expense 
New Rules for Home Office 
Paying Over Withheld Taxes 
Must Come Before Creditors 
Recordkeeping When You 
Split Use of Leased Car 
Swapping Business Property 
Can Defer Taxes on Profits 
Workers at Home Have No 
Nondeductible Commuting 
You Can Amend Return to File 
Jointly, But Not Vice Versa 


May p. 20 
Feb. p. 20 
Feb. p. 19 
June p. 11 


Feb. p. 20 
April p. 20 


Mar. p. 8 
Jan. p. 20 
Feb. p. 19 
April p. 4 
June p. 20 


TRAVEL & ENTERTAINMENT 
How to Cut Down 
On Employees’ T&E Expenses 
How You Can Audit-Proof 
Your Travel Deductions 


Feb. p. 8 


Mar. p. 19 
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Index July — December 1992 


ADVERTISING 
How to Get Big Results 
From Little Classified Ads 
Radio Advertising Still Pays 
Off for Many Small Firms 
Six Basic Rules to Make Your 
Consumer Ads Click 


July p. 17 
July p. 16 
Nov. p. 22 


BUYING/SELLING A BUSINESS 
Looking for a New Business? 
Beware of Phony Franchisers 
Severe Restrictions on Buyer 
In Leveraged Buy-Outs 
This Might Be Time to Buy 
Assets of Faltering Company July p. 11 
You Can Use a Broker 
To Buy or Sell a Business 


Dec. p. 7 


Sept. p. 19 


Aug. p. 8 


CAPITAL (RAISING) 
Are You Eligible to Get 
An SBA Guaranteed Loan? 
SBA Microloan Program Aimed 
At Smallest Businesses 
Small Companies Seeking Cash 
Face Even More Grilling 
Starting the Negotiation 
With Venture Capitalist 
What Loan Officers Look for 
In Your Personal Profile 


Sept. p. 3 
Sept. p. 4 
Nov. p. 3 
Aug. p. 10 
Nov. p. 4 


CORPORATIONS 
Make Corporate Minutes Part 
Of Your Tax-Saving Plans 
Steps You Must Take 
When Preparing to Go Public 
Taking Your Business Public— 
Would It Help or Hurt You? 
What It Costs to Incorporate 
And Operate as Corporation 


Sept. p. 5 
Oct. p. 9 
Oct. p. 7 

July p. 19 


COST CONTROL 

900 Numbers: Good Enough for 
Pope—Good Also for You? 

Can You Save Money Buying 
Used Furniture? Renting It? 

Cut Your Office Costs for 
Disposal and Use of Paper 

Getting Break on Hotel Rates 
When You Travel 

How to Save Postage Costs 


Oct. p. 11 
July p. 18 
Nov. p. 5 


Dec. p. 10 


When Mailing Catalogs 
Ideas to Help You Cut 

Your Business Phone Bills 
Travel Agent Can Keep Down 

Costs of Business Trips 
Ways to Cut Home Energy 

Costs—Still Worth Effort 
Your Own Needs Determine 

If You Should Lease or Buy 


Sept. p. 11 
Aug. p. 11 
Dec. p. 10 
Sept. p. 17 
Oct. p. 10 


DEDUCTIONS 

Deduct Non-Business Saturday 
Night As Travel Expense 

Deductions When Moving 
Nearer New Business 

Tax Rules that Apply When 
You Give Stock to Charity 

You Can Deduct Small Gifts, 
Awards to Employees 


Sept. p. 6 
Oct. p. 17 
Aug. p. 
Oct. p. 


EMPLOYEES 
Building Employees’ Trust 
Can Employees Have Attorney 
At Management Meeting? 
Deny Resigning Worker 
Pay for Unused Vacation? 
Does Employee’s Horseplay 
Relieve Company Liability? Oct. 
Don’t Make Your Employees 
Fear to Disagree with You 
Employee Can’t Sue for 
“Retaliatory Demotion” Oct 
Employers Try for More Say on 
Workers’ Off-Job Life Style 
Flextime—lIs It for You? 
More Employers Find It Is 
4-Point Plan to Help Workers 
Perform at Their Best Oct. p. 
How Long Do Employees 
Typically Stay on the Job? 
How Many Hours a Week Does 
A Typical Employee Work? 
How to Spot an Employee 
With an Alcohol Problem 
Options When Alcohol Abuse 
Impairs Job Performance 
Required Physical for Workers 
Over 70 Isn’t Age Bias 
Steps to Increase Your 
Employees’ Productivity 


Dec. 
Dec. 


Nov. 


Sept. 


Nov. 


Aug. p 


Sept. p. 24 
Aug. p. 8 
Oct. p. 14 
Oct. p. 14 
Aug. p. 12 


Aug. p. 14 


Stop Discrimination Suits 
Before They Get Started Oct. p. 15 
EMPLOYEES (HIRING AND FIRING) 
Americans with Disabilities Act: 
Its Effect on Your Business 
Arbitration Must Return Job 
Before Harassment Ruling 
Avoid Discrimination Charges 
From Laid-Off Workers 
Can Employers Fire Workers 
Failing Random Drug Tests? Nov. p. 12 
Company Manual Less Binding 
Than Employment Contract Nov. p. 13 
Considering Employee Leasing? 
Heed the Latest Warnings 
Employee Manual Can Avoid 
Legal and Labor Problems _ Nov. p. 14 
Evaluate Executive Candidates 
With a Personal Interview 
Finding Executives for Small 
Firms with “Headhunters” 
How to Get Good Results 
When You Employ Teens 
Rules Set on Punitive Damages 
For Retaliatory Discharge 
Temp Try-Outs Could 
Assist in Hiring Effort 
Use Key Employee Contracts to 
Protect Business Investment 
Whistleblower Protection: Whom 
To Blow the “Whistle” To Oct. p. 13 


July p. 3 
Sept. p. 12 


Sept. p. 23 


Nov. p. 1] 


July p. 8 
Nov. p. 18 
July p. 10 
Aug. p. 12 
July p. 10 


July p. 9 


FINANCIAL PLANNING 

How to Get Suppliers to 
Finance and Carry You 

How to Avoid Being Stuck 
With Bad Checks 


Nov. p. 4 
Aug. p. 9 


FRINGE BENEFITS 
More Employers Require Workers 
To Pay Part of Health Costs Oct. p. 5 
Pros and Cons of Joining 
An HMO Dec. p. 19 
GIFTS 
Tighter Limits on Gifts to 
Individual Customers 
What’s Right to Give Employee 
On a Special Occasion? 


Nov. p. 18 


Nov. p. 16 
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HOME OFFICES 
Business Trendsetters 
Are Working at Home Nov. p. 8 
Community Acceptance of Home- 
Based Business Easier Now 
Insurance Protection You Need 
If You Work at Home 
Statistics Show Growth in 
Home Businesses 


July p. 6 
Oct. p. 6 
Nov. p. 8 


INDEX 
Index January — June 1992 July p. 23 
IRS (DEALING WITH) 
How to Take a Small Case 
Against IRS to Tax Court 
IRS Uses Many Ways to 
Detect Unreported Income 
Taxpayers Often Backed in 
“Unreasonable Comp” 


LEGAL ISSUES 
Ban on Tax of Out-of-State 
Mail-Order Houses Upheld 
Contract’s Safety Provisions 
Don’t Shift Responsibility 
Corp Not Liable for Penalties 
Caused by Its Officers 
Employee’s Drunken Driving 
May Be Employer’s Liability 
Non-Competition Agreements 
Won’t Always Be Enforced 
Promises Made by Employees 
May Bind Their Employers 
Statute Unconstitutional on 
Repetitive-Use Injuries 
What You Can and Can’t Do 
Under Noncompete Pact 
You Can’t Collect More if You 
Cash “Full Payment” Check 


MANAGEMENT 
14 Rules for Writing 
Better Business Letters 
A Business Plan that Will 
Put You on the Right Track 
Attracting Good Management 
Talent for Family Business 
Be Sure Employees Keep Lid 
On Confidential Matters 
Check Cleaning Service 
For “Clean” Reputation 
Does Your Workplace 
Pass the Climate Test? 
Helping Workers Avoid 
Computer-Related Injuries 
How to Arrange Your Office 
To Simplify, Do More Work 


Sept. p. 9 
Aug. p. 3 
Nov. p. 10 
Sept. p. 10 
Aug. p. 8 
Dec. p. 24 
Nov. p. 9 


Dec. p. 5 


How to Come Out on Top 

When You Negotiate a Deal 
Is Your Filing System 

As Efficient as It Can Be? 
Manage Your Time, 

Build Higher Profits 
Organize Your Desk, Files 

For Greater Efficiency 
Organizing Your Work Gets 

More Done in Less Time 
Recognize the Times When 

You Need a Consultant 
Should You Use a Headhunter 

To Find Your Successor? 
Surprise: Retailers Report Less 

Shoplifting in Recession 
Tighten Office Security 

For Yourself and Employees 
Traps to Avoid in 

Upgrading Service 
Use the Lessons of Recession 

To Profit from Recovery Oct. p. 3 
What Couples Must Know Before 

Going in Business Together 
Work Easier and Better by 

Delegating Tasks to Workers 


Aug. p. 4 
Oct. p. 6 
Oct. p. 7 
Aug. p. 7 
Dec. p. 8 
Nov. p. 10 
Dec. p. 24 
Dec. p. 8 
Nov. p. 6 


Oct. p. 4 


July p. 5 
July p. 6 


MARKETING AND SELLING 
Build Bigger Sales 
From Cold-Call Selling 
Choose a New Company Name 
That Will Be an Asset 
Do-It-Yourself Techniques to 
Solve Marketing Problems 
Five Mistakes of Salespeople 
In Preparing for Sales Calls 
For Effective Selling, 
Know the Value of Time 
Four Ways to Set Prices 
On Goods and Services 
Good Service Equals 
Good Business 
How a Salesperson Can Deal 
Effectively with Objections 
How Sales Agents Work 
How to Prevent a Big Deal 
From Falling Apart 
Publicity Is Much More 
Than Free Advertising 
Sell More: Show Customers 
You Know They're Unique 
Should You Use Sales Agents 
Instead of Staff? 
Surprising Benefits of 
Unconditional Guarantees 
Tests of Your Effectiveness 
When You Face Customers 
Tips to Get Better Results 


July p. 14 
Aug 


Dec 


From Telephone Prospecting Dec. p. 17 
Using Videotapes As 
Marketing and Sales Tool 


Dec. p. 16 


PARTNERSHIPS 
How to Avoid the Hazards 
That Wreck a Partnership 
Is Your Partnership 
In Serious Trouble? 


Sept. p. 7 
Sept. p. 8 


PENSIONS 
Employee with Side Business 
Can Contribute to Keogh 
If You’re Self-Employed, You 
Have Till Dec. 31 forKeogh Dec. p. 3 
Setting Up an IRA 
With a Brokerage House 
Simplified Employee Pension 
Plans Not for Everyone 
Your Lega! Responsibilities 
For Employees’ Pensions 
Zeroes May Belong 
In Your Retirement Plan 


Dec. p. 4 


Sept. p. 20 
Sept. p. 19 
Aug. p. 15 
Dec. p. 19 


REAL ESTATE 

Is It a Good Idea to Convert 
Office Building to Condo? 

Pros and Cons of Owning 
A Business Condominium 


TAXES 
Corp President Usually 
Responsible for Taxes 
Emotional Distress Claims 
Fall Under Workers’ Comp Sept. p. 12 
Employee Quitting to Relocate 
Gets Unemployment Pay 
It’s “No Win” for Taxpayers 
Who File Frivolous Returns 
Save on Taxes by Putting 
Your Child on the Payroll 
Sole Proprietor’s Spouse 
Is Liable for FICA Taxes 
What’s a Sufficient Reason for 
Building Corporate Cash? 
You Say It’s a Business, the 
IRS a Hobby: Who’s Right? 


Sept. p. 20 


Sept. p.12 
July p. 20 
Nov. p. 24 
July p. 20 
Sept. p. 19 
Oct. p. 24 


TECHNOLOGY 
Decide on Fax Features 
How to Protect Yourself 
Against Computer Crashes 
Loose Lips Sink (Company) 
Ships on Airwaves 
Voice Mail Can Help 
Or Damage your Business 
Voice Messaging for 
Intracompany Calling 


Dec. p. 1] 
Aug. p. 6 
Nov. p. 7 
Sept. p. 8 


Nov. p. 10 
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